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. BASIC EDITING

A. Overview

1. What editing functions are
available in ICMS?

2. When should | use these
functions?

3. Do I need special rights to
use the editing functions?

4. Are the editing functions
available for all my records?

B. Add New Record

1. When do | use the Add New
Record function?

2. How does this function
work?

ICMS User Manual (2009)

There are a number of editing functions available in ICMS. These functions
allow you to add, modify, copy and delete data and records. The basic
editing functions are:

Add New Record
Copy This Record
Modify This Record
Delete Record(s)

For more advanced editing functions, see the other sections in this chapter.

Use:
e Add New Record to create new records.

e Copy This Record to save keystrokes when creating records by copying
an existing record and changing only certain fields.

e  Modify This Record to edit data in the selected existing record.

e Delete Record(s) to remove records.

For the basic editing functions listed above, you only need Data Entry
security rights with the exception of Delete Multiple Records. For advanced
editing functions described in later sections of this chapter you also need
Administrator security rights or specific access to the advanced function.

Refer to Section VI of Chapter 9 for information on user security.

Yes. The editing functions are available for all your ICMS records,
including associated module records.

Use the Add New Record function when you want to create a single record.
This option places you in Add Mode.

To add a new record:

e click on the add icon E on the button bar, or

e go to Edit on the menu bar and choose Add New Record from the pull-
down menu, or

e  press the F9 key

A new window opens. “Add Mode” is indicated in the lower right of the status
bar. You can then add and save a record.
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3. How do | save the records |
add?

4. What is the difference
between “Save” and “Save
and Close”?

5. How can | add a number of
records in a continuous
fashion?

C. Copy This Record

1. When do I use the Copy
This Record function?

2. How does this function
work?

In the Collections module, the last acronym that was used for the catalog and
accession number will appear on the record. The program returns you to the
View mode when you save the record.

Note: Remember to set any defaults you want before adding records. Refer
to Section VII of this chapter for information on defaults and carryover.

To save a record:

e click Save and Close on the lower right corner of the screen, or
e click the Save and Close icon E on the button bar, or

e go to File on the menu bar and select E Save and Close.

e orpress F2

To cancel the record without saving the data:

e click on Cancel on the lower right corner of the screen

X

e click on the Cancel icon £~ on the button bar, or

e go to File on the menu bar and select +~ Cancel

You must enter all mandatory data in order to save the records you add. The
program will prompt you for any mandatory data that you have not included
in the record. You then have the choice of returning to the record to add the
data, saving it as a draft record, or aborting the record. Refer to Chapter 2,
Cataloging, for information on saving a catalog record as a draft record. The
on-line field help and this manual identify the mandatory fields for catalog
records and associated modules.

Both “Save” and “Save and Close” will save your work and return you to View
Mode on the record. However, “Save” will leave the record window open
whereas “Save and Close” will close the record window.

To save time when adding a number of records, use the Save and Add Another
link when saving a record. This option will save the current record and close it,
then immediately open a new blank record window in Add mode for you to
continue entering the next record.

Use the Copy This Record function to make an exact copy of the record
currently displayed on the screen. You can then edit and save the record as a
new record. This option places you in Copy Mode.

To copy the record currently displayed:

e click on the copy icon E on the button bar, or
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3. How do | save the records |
copy?

D. Modify This Record

1. When do | use the Modify
This Record function?

2. How does this function
work?

3. How do | save the records |
modify?

ICMS User Manual (2009)

e go to Edit on the menu bar and choose Copy This Record from the pull-
down menu.

A new window opens. “Copy Mode” is indicated in the lower right of the status
bar.

You must change the catalog number on records you copy before you can
save the records.

If you don’t change the catalog number, you cannot save the record. A system
message tells you that the catalog number or key record id already exists.

Re:discovery for, the National Park Service: ANCS+

-
\!:) A record already exists with Catalog # of 'PARK. 602", Mew records must be unigue.

Click OK to return to the screen and change the catalog number.

To save the records you copy, click on Save and Close or Save at the lower right
corner of the screen or press F2. To cancel records without saving them, click
the Cancel link at the lower right corner of the screen.

If the record you copy does not include all the mandatory data, you will be
prompted to complete the mandatory fields or save the new record as a draft
record. Refer to Chapter 2, Cataloging, for information on saving a catalog
record as a draft record. The on-line field help and this manual identify the
mandatory fields for catalog records and associated modules. You cannot
copy and save a record without including the mandatory data.

Use the Modify This Record function to change the contents of the record
currently on the screen. You may change previously entered data or enter
new information. This option places you in Modify Mode.

To modify a record:

e click on the modify icon = on the button bar, or

e g0 to Edit on the menu bar and choose Modify This Record from the pull-
down menu, or

e press the F10 key

A new window will open and you will see "Modify Mode" in the lower- right
corner. You can then modify and save the record.

To save the records you modify, click on Save and Close or Save at the lower
right corner of the screen or press F2. To cancel records without saving the
changes, click the Cancel link at the lower right corner of the screen.
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If the record you modify does not include all the mandatory data, you will be
prompted to complete the mandatory fields or save the new record as a draft
record. Refer to Chapter 2, Cataloging, for information on saving a catalog
record as a draft record. The on-line field help and this manual identify the
mandatory fields for catalog records and associated modules. You cannot
modify and save a record without including the mandatory data.

E. Delete Record(s)

WARNING! WARNING!
Deleted records are PERMANENTLY deleted and not

retrievable.
1. When do | use the Delete Use this option to delete one or more selected records from the database.
Record(s) function? You can delete the record that is currently on the screen by choosing "Delete

This Record." You can delete a group of records by choosing "Delete
Multiple Records." Use caution when using this option.

You must have Administrator security rights to delete groups of records.

2. How does this function To delete a single record:
work?

e In Menu Mode, go to the record you wish to delete.

e Go to Edit on the menu bar and choose Delete Record(s)

e  Choose ll; Delete This Record.

e  The program will ask if you are sure you want to delete the record. Click
Yes to permanently delete the record. Click No to abort the deletion
process and keep the record.

To delete a group of records, you must first activate a filter, tag set or select
multiple records in the List Pane.

Refer to Chapter 7, Finding and Grouping Records, for information on creating
a subset of your data.

Be extremely careful when using this option. There is only one warning
before the system deletes the records. You should have a reliable backup of
your data before using this function. See Section II of Chapter 9, for
information on backing up your data.

To delete a group of records:

e Activate a tag set, filter or select multiple records in the List Pane of the
records you want to delete.

e Go to Edit on the menu bar and choose Delete Record(s)
e Choose Delete Multiple Records.
e The program will ask if you are sure you want to delete the records. Click

Yes to permanently delete the records. Click No to abort the deletion
process and keep the records.
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. SPELL CHECK

A. Overview

1. Is there a spell check option  Yes. ICMS includes a Spell Check feature that includes English, French,
in ICMS? German, Italian and Spanish words. Spell Check identifies misspelled
words, and suggests replacements. You can edit the word on the screen, look
up an appropriate substitute, add words to the dictionary, or ignore the spell
check suggestions. Spell Check is available in all modules except for
supplemental records.

2. How do I access Spell There are 2 ways to access Spell Check depending on what mode you are in:
Check?

e In Add, Copy or Modify Mode, the Spell Check feature is available from
the right-click menu.

Zoom F12
Browse Lexicon F5
Check Spelling

Check Spelling for All Fields

Send emal

Properties

Copy Filename - Browse
Paste from Last Record

Extended Character Set Ctrl +Insert

e In View Mode, the Spell Check feature is available from the Tools
menu.

23 Re: discovery for the U.S. Department of the Interior: ICMS

Fe Edt Vew Record Tools  Help
90 L_E.,IL E:L.Eli My ,_i Spell Check ¥ | % Check Speling for This Record &
Navigation Pane E Lexicon Check Spelling for Multiple Records

MNavigator

&4 DOI - Natural b Reclassiy and Sweep Words
&l PARK - Cultur,

&3 Catalog Re

Ltalon #

‘Words to Exclude from Word Search RK 2239

GOTE My Tags M Image Conversion Rk 2240
@ EE shared 9 cCreate bew Directory i 2242
@ built In - RK 2242
a '} My Filter G Delete a Directory
@ Shared RK 2244
2] My QUIS & eey ety RK 2245
@ shared e ok RK 2246
£ Ll 1ons —
2] enTe et RK 2247
¥ ENTFR Fiscal Year Summary Report T
ﬂ Quig Catalog Comparison RK 2249
&> Accessions .
@B conservati Global Record Count FE, BUTTER
&3'=] Exhibits 1TIS tables Update ct Information | Spplmental Infarmatian | 1rmag
7a. ..
K rcanen S e jsteation | Catalog | ProvfManf | Histary

3. Can I spell check more than  Yes. You can check the spelling for all fields in a record by using one of the
one field at a time? following options:

e When in Add, Copy of Modify Mode, right-click in any field and choose
the “Check Spelling for All Fields” option on the right-click menu.
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4. Can | spell check more than
one record at a time?

B. Using Spell Check

1. How do | use the spell
checker when I'm adding or
modifying a record?

e Ifyou are in View Mode, both spell check options on the Tools menu
will give you the option to check selected fields or all fields in the
current record or group of records if a subset of your data is set.

Yes. You can check the spelling on a group of records by activating a filter,
tag set or selecting multiple records in the List Pane.

Once a subset is selected, choose Spell Check on the Tools menu and select
“Check Spelling for Multiple Records”.

To use the Spell Checker while in Add, Copy, or Modify mode:

e Right click in the field you want to check or any field if you intend to
check them all.

e Choose one of the spell check options on the right-click menu: “Check
Spelling” or “Check Spelling for All Fields”.

= - [5]x|

Verify options and click 'Spell Check’ to begin.

Dictionary to use:

Search: D]
Spell Check Close
Results
Unknown word found:
FOBU 869
Description Geology
Landforms
Aerial Photos

South face of Fossil Butte; town of Fossil lower right
Print, Elack and

e The Spell Checker will start automatically stopping at the first
misspelled word it finds.

Note: The dictionary defaults to English and the appropriate fields to search
are already selected based on which right-click option you selected. If no
words are misspelled in the field or record, a message will appear indicating
that there were no misspellings found.

e When a misspelled word is found, a second window opens immediately
displaying the word in context. The spell checker will give some
replacement suggestions for any words it finds questionable.

Data Entry and Advanced Editing/Spell Check 6:6 ICMS User Manual (2009)



Ignore
Ignore All

Add

Replace

Replace All

ICMS User Manual (2009)

-~ Spell Check

Text Being Checked:

Geology lgnore
Landforms ‘—]
Aerial Photos

South face of Fossil Butte; town of Fossil lower right

Print, Black and Wite

=]
Replace with:

| whit

|
Suggestions:

| wipe = Replace All

| Waite

i"l'\ﬂjl'te

P

| write:

| wait

!E;hz v Cancel
Wite Word: 18 of 18 Index: 108

e If you wish to skip the questionable spelling, choose one of the
following options:

Ignores the one occurrence of the word.
Ignore all occurrences of the word in the current search.

Allows you to add the word to the dictionary so that it will not be questioned
in future searches.

e If you wish to replace the word with one of the suggestions, either
double-click the word in the Suggestion box to automatically replace the
misspelled word, or

Single-click to highlight the word in the Suggestion box, which places it
in the “Replace with” box, then choose one of the following options:

Note: You may also type your own replacement in the “Replace with” box.

Replaces only this occurrence of the misspelled word with the word(s) in the
“Replace with” box.

Replaces all occurrences of the misspelled word with the word(s) in the
“Replace with” box.

e  The spell check will continue to search for other questionable words in
the field(s). When the spell checker has completed searching, the Track
Changes window will open allowing you to add a Cataloging Notes
supplemental, if desired. If any history tracking fields were changed
during the spell check, such as Location or Condition, the supplementals
will also be included in the Track Changes window. Click OK to save
the record with the new spellings.

WARNING: Do not cancel the Track Changes window. This will cancel
any spelling changes you made as well.
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e Next, a popup will show you a summary of what was found and/or
replaced.

Re:discovery for the LI.S. Department of the Interior: ICMS g|

\lf) Z of 64 guestionably spelled words were replaced.

If spell check does not appear to be finding any misspelled words in any
record or any field and all of your data entry is done in upper case, modify
a record and enter a word in lower case in any field that is misspelled.
Then, while still in Modify mode, right-click in the same field and choose
Check Spelling. When it brings up the lower case misspelled word you just
added, click on the Options button and uncheck the “Ignore words in
Upper Case” option. See B.3 below.

2. How do I use the spell In View mode, you can spell check a single record or group of records
checker on a record or by choosing one of the Spell Check options on the Tools menu.
group of records that have
already been saved? If you do not have a subset of your data selected, the only option

available while in View Mode is “Check Spelling for This Record”. For
more information on how to create a subset of your data, see Chapter
7, Finding and Grouping Records.

To use spell check in View Mode:

o After selecting either “Check Spelling for This Record” or “Check
Spelling for Multiple Records”, the following window will open:

& Spell Checker g@@

verify options and click "Spell Check’ to begin.

Dictionary to use: |English (United States) d

Search: ® &l fields
) Selected fields

Spell Check  Close

Results

e Select which dictionary to use (the program defaults to English).

e  Then select if you wish to search All fields or only Selected fields.
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e For Selected fields, a new window will open. All the fields available on
the record will be displayed in the left column. Highlight each field that
you would like to search and click Add Selected Item(s) to add them to
the right column. When finished, click OK.

2 Select Fields (=13

Update selected fields
Select itemn(s) from the list on the left and add them to the list on the right.

Fields Pick List Selected Fields
| Aboriginal Name, DatJfy
Accession # 3
Additional Area, Orgar
Addnl Group, Arrangel
Alt. Name (Full Text)

Artist/Maker (Full Text Add Selected Item(s) -

Catalog #

Catalog Level, Object =- Remove Selected Itemn(s
Cond Desc (Full Text)

Copyright

Description (Full Text)
Field Site # (Full Text)
Finding Aids, Fld Speci
Genre

Index Terms, Collecto
Key Descript (Full Tex ¥

]

K Cancel

e  After the fields have been selected, or you chose to search All fields,
click Spell Check to start the spell checker.

e Spell check will begin and will highlight questionable words as it finds
them. The Results section will show the catalog record number and field
where the questionable word is located. Continue as in B.1 above to
correct or ignore these words.

3. What other options can | set  You can set additional options for spell checking from the Spell Check
in Spell Check? window. Note: You have to perform a spell check and the system has to
find a questionable word to access this options window.

In the Spell Check window, click the Options button.

X

Options

v Ignore "words with Digits
[ lgnore Woards in all Upper Case
v lgrore HTML Tags

b aximum Suggestion Count

k. Cancel

You can choose to:

e Ignore words with numbers by checking “Ignore Words with Digits”
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e Ignore Words in all Upper Case. You should uncheck this option if all
of your data entry has been done in upper case. Otherwise, no
misspelled words will be found.

e Ignore HTML Tags

e  Set the maximum number of words that appear in the suggestion box.

These settings with the exception of the Maximum Suggestion Count will be
remembered for your user settings whenever you use the Spell Checker.
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lll. MODIFY ALL

A. Overview

1. When do | use the Modify
All function?

2. Do | need special security
rights to use Modify All?

3. Can | use Modify All on
supplemental records?

4. How do | access the Modify
All function?

B. Using Modify All Records

1. How do I use the Modify All
Records option?

ICMS User Manual (2009)

Use Modify All to make mass changes to a group of existing records. It
allows you to change the same information in more than one record at a time.
It is available in all directories, catalog records and associated modules.

Modify All is not available unless you have limited your visible data by
activating a Filter, Tag Set, or selecting multiple records in the List Pane
using shift-click or control-click. See Chapter 7, Finding and Grouping
Records for information on activating Filters, Tag Sets and List Pane options.

Yes. You must have Administrator rights or specific Modify All rights for a
directory in your security profile. See Chapter 9, Security for more
information about user security rights.

No. Supplemental records are not available for the Modify All function.
However, if you use Modify All on a history tracking field such as Location,
Object Status, or Condition, the Track Changes window will be activated
allowing you to enter supplemental information for Location and Condition
Reports as well as Cataloging Notes.

If you need to update a specific supplemental, use the Mass Supplemental

Update function. See Section I of Chapter 3, Supplemental Records for
information on the Mass Supplemental Update function.

Go to Edit on the menu bar and choose Modify All Records.

Note: Ifyou do not have the proper security rights or you have not limited
your visible data using a Filter, Tag Set, etc., the option will be inactive.

WARNING: Modify All is a powerful tool! It will replace all the data in
a field with the data you enter. If you want to change only some data in a
field, or only one subfield in a formatted memo field, see the Global
Search and Replace section in this chapter. It is highly recommended
that you make a backup of your directory before proceeding with Modify
All (see Chapter 9, Backup Data).

With your visible data limited by one of the methods mentioned above,
choose Modify All Records on the Edit menu and the Modify All wizard
window will open.
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I Modify All - Considerations

Modify All
Considerthefollowing before continuing. E

Warning... this process may take a long time since eachrecord will be reclassified immediately.
Warning... this process will directly update the database without an option to back out and without edits.
Please be sure youhave a good backup and be careful!

9 records are selected for modification.

:  Cancel

View Records | Nexdt >

e The system message warns you that the process may take a long time
since each record will be reclassified immediately. It will also directly
update the database without an option to back out and without edits.

e  The number of records that are selected for modification are indicated.
You can view the records that will be modified by clicking the View
Records button at the bottom of the window.

e  (Click Next.

& Modify All - Select Discipline

Modify All
Select a discipline to limit records by if desired.

&) Only update records of a spedific discipline
\J Update records of all disdplines

Select a discipline to limit records by:

) ARCHEOLOGY
i) ARCHIVES

i) ETHNOLOGY
(U HISTORY

{Mote: Only records with a matching discipline will be updated)

View Records J| Cancel J\ <Eck_J

¢  You may limit the records to be modified by discipline, if desired.
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Only update records of a specific discipline: If your data entry screen
has discipline specific fields, you may wish to limit Modify All to a
specific discipline. Select which discipline type from the list. Only the
records in your visible data with a matching Class 1 discipline will be
affected, and the fields on the discipline-specific screen for the selected
discipline will be available for modification.

Update records of all disciplines: Choose this option if you wish to
modify all records in your visible data, regardless of their discipline.
All records in the visible data will be affected, but the fields on the
discipline-specific screens will not be available for you to change.

e  Click Next to continue once you have chosen whether to limit records or
update all records. A blank data entry screen will open.

2 Modify All - Data Entry

Modify All }

Enter data that you wish to be saved for each selected record, By default your entries will replace the original values, Start an entry =
with "+" to append your entry to each record's ariginal value, Start an entry with "++" to append a new line and your entry, Place "1" g}
in a field ko replace it with blank text,

Object Information

Registration | Catalog | ProviMarf Unit

cirl Prop ]
Class 1 [+] Class 2 2
Class 3 = Class 4 :L‘
Object ' |
Keyp Descript
Alternate Name
Catalog # Component Part  Accession # 00000
Location
Object Status [] Status Date
Hern Count g Quantiy [~] Storage Lnit ]

Description

Added by finknown] on [Unknown]  Uodated by [Unknown] on ftinknown]

tiigw Rocords | |__cancel | | <Bak | | Next»

e Enter the data that you want to change in one or more fields.

Remember that the text you add will completely replace any data that
may already be in the field, for all the records in the visible data.

Note: Repeating formatted memo fields are disabled in Modify All. You
can, however, change only one subfield within a regular formatted memo
without overwriting the previous data in the remaining subfields.

To activate the Class 2, Class 3, and Class 4 fields, first enter a discipline
in Class 1. This will change the discipline on all records in the visible
data. You must enter each class field in order for the subsequent class
field to become available.

e  When finished, click Next. The system will display the number of
records to be updated and the data that will be affected.
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2. How can | blank out a field
using Modify All?

3. Can | append data to a field
without overwriting the
existing data?

I Modify All - Verification

Modify All
Verify that you want to medify all records and click "Finish”,

9 of 9records will be madified. Verify that the madifications summarized in thetable below are correctand click "Finish™.

Field
» Cbject Status

Value

| View Records ] [ cancel | |_sBack | Finish

e To update the records with the new field values, click Finish.

e For catalog records, the Track Changes window will appear with at least
the Cataloging Notes supplemental listed. If you entered data into a
history tracking field such as Location or Condition, the supplementals
associated with these fields will also be listed. Complete the
supplemental information and click OK. Note: If you change the Object
Status field with Modify All, the Object Status supplemental will also
automatically be updated but will not appear in the Track Changes
window. Refer to Chapter 3 for information on supplemental records.

e When complete, the system will tell you the number of fields and records
updated.

Re:discovery for the National Park Service: ANCS+ E|

1 J Modify All completed successfully and modified 1 field(s) in 9 records.

You can use Modify All to delete all data from a field for a group of records.
The technique is slightly different depending on the type of field. Below are
some examples:

e For atext field, enter a single exclamation point, "!" in the field.
e  For a numeric field, fill the field with the number 9, "9999999.99."

e For a date field, enter "01/01/0101"

Yes. The Modify All function also includes the ability to append additional
data to existing data in a field, without overwriting the existing data. Using
the Modify All function, including a + or ++ before the new data will cause
the new data to be appended to existing data, rather than replacing it.
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4. Can | make changes to the
catalog number or
accession number with
Modify All?

ICMS User Manual (2009)

e + (plus) before your new data will append the data to the end of the last
line of existing data.

e ++ (plus plus) before your new data will append the data on a new line
after the last line of existing data.

The verification page that lists the fields and the action to be taken will
indicate that the data will be appended to the existing data — e.g., “Append
Value” or “Append New Line and Value”.

I Modify All - Verification

Modify All
verify that wou want to modify all records and click "Finish”, E

8 of 8 records will be modified,  Verify that the modifications summarized in the table below are correct and click "Finish",

Field
¥ Object Status

Walue

Description

w Ling and Yalue Moved to storage while newe visitor center bein. ..
Cond Desc Append Yalue , water damage
Status Date Replace with Yalue 2006

Yes, with limitations. For the NPS directory type, you can only change the
acronym of the catalog number with Modify All. You cannot change the
number section of the catalog number. For the DOI directory type, you
should not change the catalog number using Modify All as it will overwrite
the entire field which will give you duplicate catalog numbers.

For the Accession number, you can replace the entire number using Modify
AllL
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IV. GLOBAL SEARCH AND REPLACE

A.

Overview

What is Global Search and
Replace?

When would | use Global
Search and Replace?

Do I need special security
rights to use Global Search
and Replace?

Using Global Search and
Replace

How do | access the Global
Search and Replace
function?

Data Entry and Advanced Editing/
Global Search & Replace

Global Search and Replace is an option that allows you to locate words or
phrases in a group of records, and replace them with new text for any or all of
the records.

If you found a word consistently misspelled throughout your database, you
could use Global Search and Replace to locate each occurrence of the word,
and replace it with the correct spelling. You can search whole records, or limit
your search to a specific field. Global Search and Replace requires that you
limit your visible data with a Tag Set, Filter or by selecting multiple records
in the List Pane. You cannot use Global Search and Replace unless you have
limited the number of records you want to change. See Chapter 7 for
information on creating Tag Sets and Filters.

Yes. You need to have Administrator rights or be given special permission
within your security profile to use Global Search and Replace. See Section
VI of Chapter 9 for information on security.

It is highly recommended that you make a backup of your directory before
performing any type of mass modification of your data.

To access Global Search and Replace:

e Activate a tag set, filter or select several records in the List Pane by using
Ctrl-click or Shift-click.

e Go to Edit on the Menu Bar and select “Global Search and Replace”.
e You will get a system message indicating that this process may take

awhile and will permanently update the records in the group. Click Yes
to continue and the Global Search and Replace screen opens.
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2. How do I use Global Search

and Replace?

All fields

Selected fields

ICMS User Manual (2009)

& Global Search and Replace g@@

Find and replace textin selected records.
To blank out a field, leave the 'Replace with' entry blank.

Find what: ad
Replace with: ad
Search: 2 Al fields in

) Selected fields

|_IMatchcase  [v]whole word
Find Mext Replace Replace Rest Replace all  Close

Results

Global Search and Replace is easy to use. Follow these steps:

The entries you make bypass the validation system in ICMS. You therefore
run the risk of entering data that do not meet Bureau standards. Make sure
you know the correct entries for the data you are changing. Make sure you
know how an entry appears in the table, including the appropriate case
(upper, lower, or mixed). If you make a new entry in a table field, the entry
will appear on the modified records but not in the table. For the entry to
appear in the table, you must access the field from the appropriate record
screen and insert the entry in the table.

e  Enter text for what to search in the “Find what” field. The down arrow
shows a list of previously searched text.

¢ Enter replacement text in the “Replace with” field. Type the text in the
format (upper case, lower case, mixed case) you want it to appear in the
record. The down arrow shows a list of previously entered text. Note:
To blank out a word or character string, leave the “Replace with” entry
blank.

e Select your search options among what field(s) to search and how to
make matches

This option allows you to search for the text in every field of the record
(except supplemental data).

This option allows you to select specific fields to search for the text.
Highlight one or multiple fields in the Fields Pick List column and click Add
Selected Item(s) to insert the fields in the Selected Fields column. The fields
that appear in the Selected Fields column will be included in the Search and
Replace process.
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Match Case

Whole Word

Data Entry and Advanced Editing/
Global Search & Replace

2 Select Fields

Update selected fields
Select itern(s) fram the list on the left and add them to the list on the right.

Selected Fields

Addl Access #, Subjec
alt, Mame (Full Text)

Arrangement, Format,
Artist/Maker (Full Text

Catalog # Add Selected Item(s) -=
Catalog Date
Catalog Falder <- Remnove Selected Iternis)

Catalog Level, Object
Cataloger (Full Text)
Change By

Change Date

Class 1 (Full Text)

Class 2 {Full Text)

Class 3 (Full Text)

Class 4 (Full Text) b

=

K Cancel

If this option is checked, Global Search will find only the occurrence of the
word or character strings exactly as it is typed in the “Find what” field
matching the case (upper case, lower case, or mixed case).

If this option is checked, Global Search will find and replace only whole
words as typed in “Find what” instead of character strings. This will prevent
words from being changed that may be part of the spelling of other words (for
example, the word ‘ship’ is also part of ‘ownership’ but you only want to
replace ‘ship’).

Note: If you are trying to find and replace punctuation only, do not use the
Whole Word option. Punctuation is usually part of a word not a whole word
by itself. For example, a semicolon between terms is part of the word that
precedes it (brown; black; red;) just as quotes are part of the word they
surround (“Title”).

e To begin the search click Find Next. Global Search and Replace
displays the field, catalog number, and the searched for text in context.
To view the record, click on the hyperlinked catalog number (or, for
associated module records, the record identifier such as accession number
or name ID).
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Replace

Replace Rest

Replace All

ICMS User Manual (2009)

& Global Search and Replace g@@

Find and replace text in selected records.
To blank out a field, leave the 'Replace with' entry blank.

Find what: clay %]
Replace with: soil %]
Search: &) &l fields in

) Selected fields

| IMatchcase v whols word
Find Mext FReplace PReplace Rest Replace All  Close

Results

Specified text found:

PAREK 2

Material

WY --PAINT(SLIP) &

e To replace the text, use one of the following options: (Note: You may
skip records by clicking Find Next without replacing.)

Click this option to replace the “Find what” text with your “Replace with”
text for the currently displayed record.

Note: You can go through your group of records one at a time by clicking
Find Next and then Replace to be sure you are replacing the correct data.

Click this option to replace all "Find what" text with "Replace with" text, for
all your search criteria, in the remaining records in your tag file. Any records
that were skipped in the beginning will not be replaced.

Click this option to replace all "Find what" text with "Replace With" text, for
all your search criteria, in every record in your tag set including skipped
records.

e  The Track Changes window appears when you click one of the replace
options. This allows you to update the history tracking supplementals
such as Catalog Notes, Location or Condition Reports if data in their
corresponding fields is being replaced. See Section I.B of Chapter 3 for
information on the History Tracking supplementals.

e A final count of how many records were updated is displayed. Click OK.

e Click Close to exit the Global Search and Replace window.
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V. QUICK ENTRY

A. Overview

What is the Quick Entry
Function?

Are there limits to the
number and type of fields |
can use in Quick Entry?

When will | use this
function?

Can | use Quick Entry for
Supplemental Information?

Are authority tables
available when modifying
records through Quick
Entry?

How do I access the Quick
Entry function?

Data Entry and Advanced Editing/Quick Entry 6:20

The Quick Entry function allows you to edit existing records in a table
format, rather than through the standard data entry screen. You choose the
fields to use and create the format. You can use Quick Entry in any module
and associated module.

Quick Entry is not available unless you have limited your visible data by
activating a filter, tag set, or selecting multiple records in the List Pane using
shift-click or control-click. Refer to Chapter 7, Finding and Grouping
Records, for information on filters and tag sets.

You must have Administrator security rights or specific Quick Entry rights
in a directory to use the Quick Entry function. See Section VI in Chapter 9
for information on user security.

No. Quick Entry will work with all types of fields and as many fields as you
desire. However, the number of fields visible when you print depends on
paper orientation and the width of each field column.

Use Quick Entry to:

e compare data from several records as you edit,

e cdit fields that appear on separate pages of a record,
e cdit data in specified fields for consistency,

e browse data in specified fields in a group of existing records to locate
unique or inconsistent entries,

e enter data into new records that you have preallocated (see Section VI of
this chapter for information on preallocating records)

No. Supplemental records are not available in Quick Entry. However, if you
modify a field through Quick Entry that is connected to a history tracking
supplemental such as location, condition or object status, the Track Changes
window will include these supplementals along with the Cataloging Notes
supplemental when you save the quick entry records.

Yes. All fields in Quick Entry perform the same way as when you are
modifying a single record. Authority tables are available and you can add to
authority tables. Formatted memos and repeating formatted memos will
expand to show their subfields.

Quick Entry is available from the Edit menu. Without a subset of data
selected, only the Quick Entry Formats Management option is available.

ICMS User Manual (2009)




B. Creating a Quick Entry
Format

1. How do | create a Quick
Entry format?

ICMS User Manual (2009)

2 Re: discovery for the U.S. Department of the Interior: ICMS

Blo Eot Vew Record Tooks Heb
X LR LRI Lo
\Navig Collections - PARK - Cultural Resour

Na

| [ addNewRecord o

TYPEWRITER, MANUAL
Delete Record(e) i Object Information | Supplemental Tnf

& Refresh Registration | Catalog | ProviMant

Defaults & Carry Over Fields »

Macros » Class 2 HISTORY
Mass Supplemental Update Class 3 WRITTEN CO
Modify Al Records Object(MOM) TYPEWRITER

= Global Search and Replace Key Descript

(cif___ QuikEntry v Quick Entry Formats Management

tha Pre-allocate Records ModFy Records with Quick Entry

Yiew Records with Quick Entry

Existing Quick Entry formats are also available from the Navigation Pane,
under the “My Quick Entry Formats” or “Shared Quick Entry Formats”
options within each module and associated module. Expand these by
clicking the + in front. You will see a list of the Quick Entry formats
available to you. Double-click on a quick entry format to activate it for
modifying records. Right-click on a quick entry format for options to modify
records, view records, modify the format, or delete the format.

nﬂc:discovcry for the U.S. Department of the Interio

File Edt VYiew Record Tooks Help
(] My List View ) dm‘m'g;

Mavigator

| 34\ DOT - Natural History

| @d\ PARK - Cultural Resources

i &} Catalog Records

|| eaTH My Tags

378 shared Tags

3% Built In Filters

& My Filters

2% shared Filters

|21 My Quick Entry Formats
@42 shared Quick Entry Formats
i3] ENTRY

';5: LLLLCE

Modify Records with Quick Entry
View Records with Quick Entry

Madify Quick Entry Format
Delete Quick Entry Format

Field Help

You create a Quick Entry format using the Quick Entry Manager window.
To access this window:

e  Choose Quick Entry on the Edit menu.

e Select “Quick Entry Formats Management.” The Quick Entry Manager
window will open.
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& Quick Entry Manager

File  Toolks
% Create Mew Save Save As
Manage quick entry formats.
Quick Entry Format Properties
& Bhaw Only My Quick Entry Farma
i) Shawe all Quick Entry Formats

MNarne

Quick Entry Format 4 Datecr.., Description

(#) allow Others to Use
(J Allow Only Me ta Use

Created By RED Last Modified By RED
Created On 7/10/2006 Last Modified On 7/10/2006

Zolumns [Mo Columns Found]

Cancel Change Save Change

|1 Show Summary

Save and Close  Cancel

e Click Create New on the toolbar or go to the File menu and select the
Create New option.

e Enter a unique Name for the quick entry format, a Description (optional)
and select who is allowed to use the new quick entry format (others or
only you).

e Click Columns to select which fields to include in the quick entry
format.

2 Select Fields

Update selected fields
Select item(s) from the list on the left and add them to the list on the right.

Columns Pick List Columns to Show

Accession #
Additional Area, Orgar
Addnl Group, Arrangel
Alt. Name (Full Text)
Artist/Maker (Full Text Add Selected Itemn(s) -=
Catalog #
Catalog Date <- Remove Selected Item(s
Catalog Folder
Catalog Level, Object
Cataloger (Full Text)
Change By

Change Date

Class 1 (Full Text)
Class 2 (Full Text)

v
Class 3 (Full Text) Move Up Move Down

K Cancel

e Select the fields by highlighting them in the Columns Pick List on the
left, then clicking Add Selected Item(s) to add them to the list on the
right. Repeat this for each field that you wish to use. You can use Move
Up and Move Down to change the order of the fields in the list. When
you have selected all of the desired fields and have them in the desired
order, click OK.

e The fields you chose for the format will be listed next to the Columns
link in the Quick Entry Format Properties.
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2. How do I edit or delete a
Quick Entry format?

ICMS User Manual (2009)

e  When you have finished creating the new quick entry format, click Save
and Close to save the format and close the Quick Entry Manager.

Note: This format can be used again and again with different data. Think of
the format as a template.

To edit or delete a Quick Entry format:

e  From the Edit menu, select Quick Entry and then “Quick Entry Formats
Management”, or

From the Navigation Pane, right-click on the quick entry format and
select “Modify Quick Entry Format” or “Delete Quick Entry Format”.

2 Quick Entry Manager

File  Todls
K:/ Create New Save Save s x Celete

Manage quick entry formats.

GQuick Entry Format Properties
) Show Only My Quick Entry Forma

) Show All Quick Entry Formats

Marne Canoes (Copy)

Quick Entry Format Description

CATALOG NUMEER ... 6/20j2006

class1234 6/29/2006

Condition updates 6/29]2006 &) Allow Others ka Use

Updating records 6/20/2006 ) lows Orly Me ta Lise
Created By RED Last Modified By RED
Created On 6/29/2006 Last Modified On 6/29/2006

Colurnns Catalog #, Object, Condition, Cond Desc, Location, Within Site,
Finding Aids

Cancel Change Save Change

|_] Show Summary

save and Close  Cancel

e In the Quick Entry Manager window, select the format you wish to edit
or delete. To see a complete list of formats, select the “Show All Quick
Entry Formats” option. To see only your formats, select “Show Only
My Quick Entry Formats.”

Note: Only the user who created the format can make modifications to the
original. To modify another user’s Quick Entry format, first click Save As
on the toolbar, then make the changes. The Name will have the word
‘(copy)’ after it. You can change the name, if desired. The original format
will remain unchanged.

e Make any desired changes to the quick entry format and click Save
Change to save it or use Save As on the toolbar to save it with a new
name.

e If you wish to delete a quick entry format, select it in the list and click
Delete on the toolbar.
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C. Using Quick Entry

1. What can I do with Quick Once you have created your Quick Entry format, you can use it to:
Entry?
e View selected fields for a group of records without editing

e  Modify selected fields for a group of records

e Print a list of selected fields for a group of records.

2. How do I view a group of To view selected fields for a group of records without editing:
records using Quick Entry?
e  With a subset of your data selected, go to the Edit menu and select
Quick Entry and then “View Records with Quick Entry.”

& Select a guick entry format g@g|

Select a quick entry format from the list.

) Show Only My Quick Entry Formats
&) Show All Quick Entry Formats

Quick Entry Format 4 Date Created
CATALOG NUMBER. 6{29j2006
Class1234 6{29/2006
Condition updates 6/29/2006

Updating records BJZ9(2006

|| show Summary

O

K Cancel

e Highlight the quick entry format that you wish to use and click OK, or

e From the Navigation Pane, right-click on the quick entry format
available under My Quick Entry Formats or Shared Quick Entry
Formats and select “View Records with Quick Entry.”

e The Quick Entry screen will display the fields you selected in column
format for the records in your visible data. You cannot update the
records, only view them. If your quick entry format contains discipline-
specific fields that only show up for a particular record type, there is a
drop-down option at the top of the screen to “View ALL records” or
limit your records to a particular discipline.
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3. How do | modify a group of
records using Quick Entry?

ICMS User Manual (2009)

3 Quick Entry E]@@

File  Recard

IO = g

In modify mode you can update records directly in the grid.

View recards of HISTORY record type H Same columns visible only when limiting records by recard type.

Catalog # Accession # Object{NOM) Alternate Name Condition Zond Desc

PARK 793 PARK-00720 INC/FR

PARK 793 PARK-00720 BRICK INC/FR

PARK 800 PARK-00720 TILE, ROOF CoMfaD
PAREK. 801 PARK-00720 BRICK CoMfED
PARK 802 PARK-00717 PRINT, PHOTOGRAPHIC CoMfED
PARK 803 PARK-00717 PRINT, PHOTOGRAPHIC CoMfED
PARK 804 PARK-00717 PRINT, PHOTOGRAPHIC COMfiED
PARK 805 PARK-00717 FRINT, PHOTOGRAPHIC COMGD
PARK 806 PARK-00717 PRINT, PHOTOGRAPHIC COMGD
PARK 807 PARK-00717 PRIMT, PHOTOGRAPHIC COMGD
PARK 808 PARK-00717 PRIMT, PHOTOGRAPHIC COMJGD

< | =

(]
=]
]
jcn

View Mode

Note: To sort by a field, click on the column header for that field and the list
will be sorted by that column. To resize the fields on the Quick Entry screen,
click and drag on the division between column headers. If there are more
columns than will fit across the screen, use the horizontal scroll bar at the
bottom of the screen to scroll across all of the columns.

To modify a group of records with Quick Entry:

e  With a subset of your data selected, go to the Edit menu and select
Quick Entry and then “Modify Records with Quick Entry.”

& Select a quick entry format El El El

Select a quick entry format from the list.

I Show Only My Quick Entry Formats
#) Shaw All Quick Entry Formats

Quick Entry Format 4 Date Created

6. 06

CATALOG MUMBER 6j29/2006

Class1234 6/29/2006
Condition updates &/29/2006
Updating records 6/29(2006
|1 Show Summary
0K Cancel

e Highlight the quick entry format that you wish to use and click OK, or

e From the Navigation Pane, under the module or associated module,
either double-click the quick entry format or right-click on the quick
entry format and select “Modify Records with Quick Entry.”

e The Quick Entry screen will display the fields you selected in column
format for the records in your visible data. You are allowed to edit the
data from this screen. If your quick entry format contains discipline-
specific fields that only show up for a particular record type, there is a
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drop-down option at the top of the screen to “View ALL records” or
limit your records to a particular discipline.

= Quick Entry El@l@

Eile  Record
QEX TOEW S
Update records directly in the grid.
I Wiew All records il Some columns visible only when limiting records by record type. I
Catalog # Condition  Cond Desc Location ‘Within Site
» 3 |comjep | EXHIBIT 2 |
PARK 4 COM{GD The object is in very good  SAMDBURGS STUDY, Displayed on Desk
PARK & COMJFR. ARO ARCC
PARK 6 COMJFR ARO ARCC within sits
PARK ¢ 3 COMIFR ARC ARCC
PARK 8 COMFR ARO ARCC
PARK 9 INCJFR MUSELM OF ALASKA TRAMSPORTATION AND
PARK 10 COMJEX HARVARD MUSELIM Mot Provided
PARK. 11 HARVARD MUSELIM WEST, ¥-1
PARK 12 COMJEX HARMARD MUSELIM WEST, SURF
PARK 13 COMjGD HARVARD MUSELM WEST, SURF
PARK 14  COMJEX HARVARD MUSELIM WEST, SURF
PARK 15 location again WEST, SURF
PARK 18 location again WEST, SURF
PARK 17 COMjSD Incation again WEST, ¥-1, 18-24"
PARK 18 Iocation again WEST, SURF
PARK 19 |ocation again WEST, SURF
PARK 20 location aoain WEST, SURF
< »
Modify Mode Save and Close Save Cancel

e  Press Tab or the arrow keys to move from field to field.
e Edit data directly in the table.

e Click Save to save changes as you are working, if you are editing many
records at a time, or if you are interrupted before you finish.

Note: To sort by a specific field, click on the column header for that field.
To resize the fields on the Quick Entry screen, click and drag on the division
between column headers. If there are more columns than will fit across the
screen, use the horizontal scroll bar at the bottom of the screen to scroll
across all of the columns.

e If you decide that you do not want to save the changes you have made,
click Cancel and no modifications will be saved (unless you have
clicked Save while you were working).

e  When you have made all the changes you need to in Quick Entry, click
Save and Close.

e  When you click Save or Save and Close, the Track Changes window
will open to allow you to update the Catalog Notes supplemental and
any other history tracking supplementals if the fields were updated in
quick entry. Enter the supplemental information as necessary and click
OK.
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4. How do I copy data from
one field to another in Quick
Entry?

5. How do | print the Quick
Entry list?

ICMS User Manual (2009)

= Track Changes EX
Enter/verify values to help track changes.
Entries will apply to all applicable records.

~
LOCATION Supplemental Information [1Do Kot Update

REASON g
AUTHORIZED BY | Use sutomatic value [
START DATE " |use sutomatic value b

LOCATION

CATALOG NOTES Supplemental Information |1 Do Hot Update

CATALOGER e automatic value
LEVEL

YEAR

sl Elg|F

NOTES

= o= ) Lo

The program will display how many records were modified by Quick
Entry.

Re:discovery for, the U.S. Department of the Interior: ICMS E|

\l) Cuick Entry completed successfully and modified 5 record{s).

To copy data from one field to another in Quick Entry:

Set your subset of data and choose the quick entry format to modify the
records.

Go to the field containing the desired data in the Quick Entry list and
highlight the data you wish to copy.

Press Ctrl-C to copy the highlighted data.

Go to the field where you want to paste the data and press Ctrl-V to
paste.

To paste the same data over and over again, continue selecting a new

field and pressing Ctrl-V as many times and for as many fields as you
wish. The same information will continue to paste until you highlight
and copy another selection.

To print the selected fields of the records in the quick entry list:

With a subset of your data selected, go to the Edit menu and select
Quick Entry and then “Modify Records with Quick Entry” or “View
Records with Quick Entry.”

Highlight the quick entry format that you wish to use and click OK, or
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e From the navigation pane, under the module or associated module you
are in, either double-click the quick entry format or right-click on the
quick entry format and select “Modify Records with Quick Entry” or
“View Records with Quick Entry.”

e  When the Quick Entry list is open, click the Print button or Print
Preview button on the toolbar.

Print Sends the list to the printer immediately.

Print Preview Print Preview will show you the list as it will print.

Catalog # \ - Ohject ‘ Condtion ‘ CondDesc | Locatien ‘__V_V\thlr\ Site:
PARK 222 |ADZ |comjeD | |BLDG 1 RM 2EX 12C HfA
PARK 252 | CANGE (MODEL) CoMJFR | PaRK STORAGE C-1 1
PARK 422 | CANCE, BARKEARK [comjan “lLosTINFIRE
PARK 417 | CANGE, BIRCHEARK |compR |LoSTINFIRE
PARK 418 |CANGE, BIRCHEARK e |LosT INFIRE
PARK 317 |CANCE, EIRCHEARK (MODEL) |COM/GD | |PARK STORAGE D-2
PARK 316 | CANCE, BIRGHEARK (WODEL) | COMJGD | |PARK STORAGE D-2 I
FARK 202 | CANGE, DUGOUT coMjED “|FoRT CanY sTATE PARK 73
FARK 203 | CANCE, DUGOLT | comiFR: |BLDG 1 RM 2Ex 12 3
PARK 252 |CANCE, FRAGMENT TNCIFR BLDG IRM1BUAASHI &UBBSH1  NfA
FARK 356  CANGE, MODEL comrr | | PARK STORAGE E-L |
PARK 52z CANOE, RICING INCIPR PARK CANOE W’A’REHOUSE
PARK 325 | CANCE, TOV \come | |PARK STORAGE CPEN SHELVING RS |
PARK 326 | CANCE, TOV |comjen | |PARK STORAGE OPEN SHELVING RS |
PARK 204 PADDLE, CANOE ?CDM/GD T .BLDG 1RM 2 EX 12 IN CANOE ‘N/'A
PARK 205 PADDLE, CAMOE coMjeD | |BLDG 1 RM 2 EX 12 TN CANOE 3
PARK 327 |PADDLE, CANOE |comjpr FARK STORAGE OPEN SHELVING -3
PARK 325 | PADDLE, CANOE |comjep |FARK STORAGE OPEN SHELVING R-3
PARK 323 PADDLE, CANOE compER | FARK STORAGE OPEN SHELVING R-3
PARK 330 PADDLE, CANOE |comjen | |PARK STORAGE OPEN SHELVING R-5 |
PARK 331 :PADDLE, CANOE :CDM/FR T :PARK STORAGE OPEN SHELVING R-6 T

.;urrgnl Page fio; 1 | Total Page Mo; | | Zoom Fartor: 100%. N

You have the following options on the Toolbar from the Print Preview

window:
e Customize: Setup various printing options for the current view.
e  Print: Opens the printer dialog box.
e  Print Direct: Sends the list to the printer immediately.
e Header & Footer options: Include a header and/or footer on the

page.

e Background: Change the color or add a watermark (see menu
option)

e Export: Export the list in various file types.

e Email: Email the list in various file types.
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VI. PRE-ALLOCATE RECORDS (NPS only)

A. Overview

1. What is the Pre-allocate
Records function?

2. Why would | need to pre-
allocate records?

3. When would | use the Pre-
allocate Records function?

4. How would | pre-allocate
records to a staff or contract
cataloger?

5. How would | pre-allocate
records to a subject area
specialist?

ICMS User Manual (2009)

Pre-allocate records is only available in the NPS Cultural and Natural
History directory types.

The Pre-allocate Records function allows you to pre-assign catalog numbers
to a defined set of empty catalog records. The Pre-allocate Records function
is a security-protected function. You must have Administrator security rights
to activate this function.

Pre-allocating records is one way to reduce data entry time. Sites that do a
great deal of cataloging, such as the archeology centers, will be more likely
to use the Pre-allocate Records function alone or with the other functions
described in this chapter. Many parks with relatively stable collections have
no need for this function.

Use this function when you want to allot certain catalog numbers for a
specific purpose, such as:

e You want a particular staff cataloger or contract cataloger to use a
particular string of catalog numbers.

e You have a subject area specialist identify and describe artifacts and you
want to include this information in selected fields on the catalog record.

e You know that you will be entering several consecutive records, and you
don’t want to enter the new catalog number each time you begin a new
record.

e You want to enter information quickly in columnar format.

Use the Pre-allocate Records function together with the Create a New
Directory and Transfer functions to give the cataloger a separate directory
with pre-assigned catalog numbers. Refer to Chapter 9, Tools, for
information on creating a new directory. Refer to Chapter 8§, Moving and
Sharing Data, for information on the Transfer functions.

The Pre-allocate Records function will create empty records with sequential
catalog numbers. Transfer these records into the cataloger’s directory
leaving the empty records in your main database as place holders.

When the cataloger is done, check the work to make sure that it is acceptable
and then transfer the completed records back into the master database
updating the target records. The completed pre-assigned catalog records will
overwrite the empty records in your main database.

Use the Pre-allocate Records function together with the Import/Export
function to give the expert a set of fields to complete. Refer to Chapter 8,
Moving and Sharing Data, for information on the Import/Export function.

The Pre-allocate Records function will create empty records with sequential
catalog numbers. Export these records into whatever database or spreadsheet
format that the specialist is comfortable using.
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6. How would | pre-allocate
records to enter several
records in a row?

7. How would | pre-allocate
records to enter records in a
columnar format?

B. Pre-allocating Records

1. Where is the Pre-allocate
Records function located?

2. How do I pre-allocate
records?

Data Entry and Advanced Editing/
Pre-Allocate Records

When the specialist is done, import the records back into the master database
updating the target record and make whatever additions necessary to
complete the records.

Use the Pre-allocate Records function to have the system automatically
provide the next sequential number in the set of records.

Use the Pre-allocate Records function together with the Quick Entry function
to produce a set of records in a list format. Refer to Section V of this chapter
for information on the Quick Entry function.

Use the Pre-allocate Records function to set up a group of records. Create
and activate a tag set or filter of these records before using Quick Entry.

Pre-allocate Records is located on the Edit menu in the collection module
directories.

You must be in the Cultural Resources directory to pre-allocate Cultural
Resources records. You must be in the Natural History directory to pre-
allocate Natural History records.

To pre-allocate records:

e  From the Edit menu, click on Pre-Allocate Records. The Pre-allocate
records window will open.

3 Pre-allocate Records g@@

Pre-allocate Records

after entering the number of records, the catalog number to start with, and the Class 1,
vou can optionally use 'Browse Catalog Records' to see the catalog numbers that are
already in use,

How many records do you want to add? L% |
Starting with catalog #...
Park Acronym |papk
Modifier
Catalog # G |
Class 1 to assign to records [~
Browse Catalog Records starting with.., “;Jy ===

Pre-allocate Records Close

e  Enter the number of records you wish to create in the “How many
records do you want to add?” box.
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e Next, enter the catalog number for the beginning number to create.

Park Acronym: Enter your park acronym. Note: The Park Acronym
will automatically fill in with the acronym from the record you were
viewing before you started the pre-allocate record function. You can
change this acronym if necessary.

Modifier: Enter the collection modifier, if applicable.
Catalog #: Enter the first number that you wish to pre-assign.

e In“Class 1 to assign to records”, use the pull down menu to choose the
discipline for Classification line 1. For example, choose
“ARCHEOLOGY?” if the cataloging project is an archeological
collection. This will fill in the Class 1 entry for all of the records you
are pre-allocating. If your cataloging project includes more than one
discipline, you will have to pre-allocate the records in separate groups to
assign the appropriate Class 1 entry to each group.

o “Browse Catalog Records starting with” allows you to view the catalog
records in your current system to ensure that you are starting with a
catalog number that does not already exist. After you complete the
catalog number above, this field will fill in automatically with the

.. . . ]
beginning number you chose. Click the collection icon " next to the
number to view the list of catalog records in your current directory.

Term Selector 5]

Search! papy 56790 Find

View Add Edit Delete

Catalog # Description |
-
¥ PARE 67590
PARK. 93939 Projectile Point
PARE 95785 CHAIR
¥ |
|_] advanced Options Select Cancel

Selected: PARK. 67830

You can check this list to make sure that the numbers you are creating do
not already exist in your directory. Click Cancel when finished viewing.

Be very careful that the number range you enter does not include existing
catalog numbers. The pre-allocate records function bypasses system edits
for duplicate catalog number checking.

e  Click Pre-allocate Records at the bottom of the window to generate the
catalog records.

e  When the records have been generated, you will get a system message
indicating the number of records created and the beginning catalog
number for these records. Click OK.
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10 records added starting with PARK, 56730

Note: All records created will also have “DRAFT RECORD” entered in the
Object Status field.

e  Click Close to close the Pre-allocate Records window.

The pre-allocated records will appear in sequential order in the appropriate
directory.

Data Entry and Advanced Editing/ 6:32 ICMS User Manual (2009)
Pre-Allocate Records



VIl. DEFAULTS AND CARRY OVER FIELDS

A. Overview

1. What are Defaults? Field defaults are another method of speeding data entry. By setting certain
repeated data as a “default,” it will appear on each new record added to the
database.

Example:

You may be cataloging a large group of objects in a storage cabinet. If you set
the location field to default to "Storage Room A, Cabinet 1" for each new
record, then you would not have to type it each time.

2. What are Carry Over fields? Carry Over fields fill a new record with data from the record that was on the
screen before you added the new record. This option lets you add data that is
similar from record to record, but not exact enough to allow setting a Default
value.

Example:

A series of objects may all require a complex reference number, the same on
each record except for the last character. You could set the reference number
field to carry over, so that on each new record you only have to increase the

last digit by one.
3. How does this function ICMS includes two types of default accounts: master system defaults and
work? user defined defaults accounts. The system administrator can establish

Master System Defaults, which everyone can use, and each user may also
establish his or her own User Defaults, appropriate for a specific project.
Each user can create multiple accounts to use for different projects.

Note: Master system defaults will override any other user defaults account
settings.

| You must have Administrator security rights to set Master system defaults. |

4. Where can | create Defaults  You can create Defaults and Carry Over Fields accounts in any module and
and Carry Over Fields associated module in the program.
accounts?
You cannot create defaults for supplemental records.

5. How do I access the Defaults and Carry Over Fields is available from the Edit menu. You can
Defaults and Carryover choose the following options from the submenu:
Fields function?
Defaults Management
Create New Defaults
Activate Defaults
Deactivate Defaults

The quick links to Create New Defaults, Activate Defaults and Deactivate
Defaults are all available within Defaults Management which allows you to
manage everything from one screen.

Defaults Management The Defaults Management window allows you to view, add, modify, delete,
activate or deactivate defaults and carry over fields.
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Create New Defaults

Activate Defaults

Deactivate Defaults

B. Setting Defaults and Carry
Over Fields

1. How do | create a new
defaults and carry over
fields account?

Data Entry and Advanced Editing/
Defaults and Carry Over Fields

Z Defaults Management - PARK - Natural History - Catalog Records
File  Tools

|=¥ Open ;'é‘;'; Create Mew x Delete Activate

Manage your Defaults and Carry Over Settings
) Show Only My Defaults
&) Show All Defaults

Defaults | Date Created | status
John Doe 5/af2008 Inactive

Rosy - fish specimens 5/8/2006 Inactive

|| show Summary

Cancel

Use this option to create your own personal defaults accounts. You can allow
others to use the accounts but only you or the system administrator can
change them.

Use this option to bring up the list of available defaults accounts. Select an
account and click Activate on the toolbar.

Use this option to clear all existing default settings, either master or user
defaults accounts.

To create a new defaults account:
e  From the Edit menu, select Defaults and Carry Over Fields.
e  Then, select Create New Defaults, or

Select Defaults Management and click the Create New button on the
toolbar in the Defaults Management window.
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1 Create Mew [ Save [ Save &s
Default Yalues to Use When Adding a Record
Enter default values to be entered automatically for each new record. Put a check in the box for each field you want to carry over from the
record on the screen before wou added the new record.
Defaults Properties  Default Data
Ohjecks Information
Registration | Catalog | Prov/Manf Archeology Park
Cirt Prop [*]=]
Class 1 ARCHEOLOGY Wl Sf=ss 2 lereHrsToRIC &a
Class 3 |MINERAL O <fass 4 [stone [l
Object e
Key Descript =]
At Mame & (=]
Catalog # & [ ]| [ componentPart Accession # | vl |_ vl |ooooll]
Location ] Accession
Object Status STORAGE ] status Date 2006’ =]
Hem Count [ ] storsge tnit [“]=]
Description =]
Added by [ftinknown] on [Uoknown]  Updsted by ftnknown] on fiinknown]
Save and Activate Save and Close  Cancel

Create New Defaults - PARK - Cultural Resources - Catalog Records

File  Tools
5 Create New Save fs

Default Yalues to Use When Adding a Record
Enter information for this set of Defaults.

Defaults Properties | Default Data

Marme

Description

') Allowe COthers to Use
&) Allow Only Me ko Use

These defaults are currently Inactive.

Save and Activate  Save and Close Cancel

Enter a unique Name for the new defaults account.

e Enter a Description (optional)

Select who is allowed to use the new defaults account: Allow others or
only you.

Click on the Default Data tab to set your default values and carry over
fields.

2 Create New Defaults - PARK - Cultural Resources - Catalog Records

File  Tools

To create default entries, type in the values you want to be automatically
entered for each new record or select terms from the authority tables.
You can enter data for as many fields as you like. Select the different
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tabs to enter data on those pages. Note: If you enter a discipline in Class
1, that discipline tab will become active for you to type default entries in
the discipline fields. You cannot set a default for Controlled Property; it
is already set to enter ‘N’ when you add a record.

e To activate carry over fields, check the box at the end of each field you
want to carry over. Note: Some fields are already set as carry over, such
as the park acronym for Catalog # and Accession # in the NPS
directories.

e  When you have finished, click the Save and Activate link to save the
values and immediately activate this defaults account, or

click the Save and Close link to save your changes and close the window
without activating the defaults account.

When activated, “Using Defaults:” with the name of the defaults account will
appear on the Status Bar at the bottom left.

sker/Emin.., Ohjects Information | Supplemental Information | Tmnages
(4 Names and Addre...
il e e o Registration | Catalog | Prov(iarf | History Park.

Field Help A ctrifrop |y

(Click on a kext box to view help for
that fietd) Class 1 HISTORY d €fess 2 TeEFOR MATERIALS
Class 3 TEXTILEWORKING TBE & cfass#

2hiccide KIT, HEEDLEW/ORK

Kep Descript

kB

At Wame
Catalog # PARK i 1 | Component Part  Accession # papk B o0g92

Location w1 Accession

Object Status EXHIBIT ] Status Date 1989 ~

Added by RPM on 1/1/1987 12:00:00 AM  Updated by CONL 6R 6/25/2002 12:00:00 A

Using Defaults: Jane - stone objects Ready View Made 6053 record(s)

When you add a new record, the defaults from this account will appear on the
screen.

Note: The program remembers if you were using defaults when you leave
the screen or exit the program. When you return to this module or log back in
with the same user ID, the defaults will still be active. See B.6 below for
information on how to deactivate defaults.

2. Can | set defaults on all Yes. However, the acronym and modifier for the catalog and accession
fields? number fields are already set as carry over which cannot be changed in the
default entry.

The Controlled Property field already has a default entry of ‘N’ which cannot
be changed in the defaults. When you add a new catalog record, you can
change the ‘N’ to ‘Y’ if applicable.

3. Can | overwrite defaults and Yes. When you add data to a record with default and carry over settings, you
carry over fields? can change a default value by deleting or overwriting it. When you add the
next record, the default value returns unless you have set Carry Over for the
field. With Carry Over, the changed value will appear instead.

4. How do | activate an To activate an existing defaults account:
existing defaults account?
e From the Edit menu, choose Defaults and Carry Over Fields.

e Then, select Activate Defaults or Defaults Management.
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5. How do | modify or view an
existing defaults account?

ICMS User Manual (2009)

e Highlight the defaults account you wish to activate, then either click the
Activate button on the toolbar or go to the File menu and select the
Activate option. The Status of the defaults account will change to
Active.

Note: Only one account can be active at the same time. If another account is
active, to activate a new account, you must first deactivate the other account.

Z Defaults Management - PARK - Natural History - Catalog Records

=3

File  Tools
L} Open gf_‘; Create New x Delete Deactivate

Manage your Defaults and Carry Over Settings

) Show Only My Defaults
#) Show All Defaults

Defaults

+ | Date Created | Status
o 5/3/2006
1/17/2006
5/8/2006

Jahn Doe
Master Defaults

M Master

Rosy - fish specimens Inactive

|_|Show Summary

Cancel

When activated, “Using Defaults:” with the name of this defaults account will
appear on the Status Bar at the bottom left.

With the established defaults activated, adding a new record will make the
values from this defaults account appear automatically.

Note: The program remembers if you were using defaults when you leave
the module or exit the program. When you return to this module or log back

in with the same user ID, the defaults will still be active. See B.6 below for
information on deactivating defaults.

To modify or view the default entries for an existing defaults account:
e  From the Edit menu, choose Defaults and Carry Over Fields.
e Then, select Defaults Management.

e Highlight the defaults account you wish to view or modify and then
either click Open on the toolbar or go to the File menu and select the
Open option.

e You can view the properties and default data for the account and make
changes if desired.

e Ifno changes are made, close the window or click Cancel. If changes are
made, click Save and Activate to save the changes and immediately
activate that defaults account or click Save and Close to save your
changes and close the window without activating the defaults account.
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6. How do | deactivate a
defaults account that is
currently in use?

7. How do I delete a defaults
account?

Data Entry and Advanced Editing/
Defaults and Carry Over Fields

Note: You can only modify defaults accounts created by you. But you can
use defaults created by others if they chose Allow Others to Use when they
created them. To make modifications to other users’ defaults, open them and
click Save As on the toolbar. Enter a new name and click OK, then close the
Defaults account window. In the Defaults Management window, select the
new name and click Open. You can then modify properties and default data.

To deactivate a defaults account:

e  From the Edit menu, select Defaults and Carry Over Fields.

e Then, select either Deactivate Defaults or Defaults Management

e Highlight the defaults account you wish to deactivate, then either click

Deactivate on the toolbar or go to the File menu and select the Deactivate
option. The Status of the defaults account will change to Inactive.

& Defaults Management - PARK - Natural History - Catalog Records E”E]E|
File  Tools

I;? Open z::/ Create New x Delete Activate

Manage your Defaults and Carry Over Settings

) Show Only My Defaults
=) Show All Defaults

Defaults +  Date Created Status
L 5008

e TR TRIRTRI NIRRT TARAD o e

Rosy - fish spedmens 5/8/2006 Inactive

|_]show Summary

Cancel

e Close the Defaults Management window to return to the data entry
screen. With the established defaults inactive, you can add new records
without the default data appearing.

To delete a defaults account:
e  From the Edit menu, select Defaults and Carry Over Fields.
e  Then, select Defaults Management.

e Highlight the defaults account you wish to delete and then either click
Delete on the toolbar or go to the File menu and select the Delete option.

e The system will ask if you are sure you want to delete the selected
defaults account. Click Yes to permanently delete the defaults account.

Note: You cannot delete the Master defaults account.
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VIIl. MACROS

A. Overview

1. Whatis a Macro? A Macro is a set of saved keystrokes or keyboard commands.

2. When do | use Macros? Use the Macros function to create data entry shortcuts and save keyboard
work. They can also help prevent misspellings. You only type the entry
once and then reuse it.

Note: Macros are only available in simple text and memo fields.

Example: You may have a large number of objects with the same maker’s
information on them. Instead of typing the information into every
record, set up a macro that allows you to enter the information
with one keystroke.

A macro can also be used to some degree to automate tasks, recording
keystrokes such as Tab as you move from field to field during data entry.

Note: Macros do not record mouse clicks.

In the program you can create and save macros to use at any time. Multiple
macro tasks can be saved in a “macro set”, which is saved as a file on your
computer.

3. Can I create more than one  Yes. You can create more than one macro to use during data entry. These
Macro? are called Macro Sets. You can even have different sets of Macros that can
be used when cataloging different projects.

B. Creating Macros

1. How do | create a Macro To create a Macro set:
set?
e Select Macros from the Edit menu, then Macros Management. The
Rediscovery Macros window opens.

& Rediscovery Macros Q@@

Macro Sets

Create Macm Set
Select Macro Set

Close Macio Set

Delete Macros Set

jm]
i
o

Mo Macro Set is currently selected.

e  From the Macro Sets tab, click Create Macro Set.
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Choose a folder on your computer where the macro set will be saved,
and enter a file name for your macro set.

Click the Open button to save the file. The macro set file will be saved
to your computer, and the Manage Macros tab will open in the
Rediscovery Macros window.

I Rediscovery Macros

Macro Sets | Manage Macros

MNarne Hok Key Macra

Macro Name Hat Key

Maero Contents

Special character usage in Rediscovery Macros:
{T&B}=tab, {ENTER}=enter, “=cartrol. +=shift, Z=alt
Autivate Macros  Deactvate Macros  Record Mew Macrg  Delete Macio

Save Macro Seths  Save Macro Set Cloze

Macros are deactivated.

Click Record New Macro to start recording your macro.

There are 2 methods to create your macro task:

2.

To create a macro for a simple string of text, click Stop Recording.
Then enter the string of text in the Macro Contents field. Enter a
Macro Name, and an optional Hot Key (a single character). Click
Save Macro Set to save your changes.

= Rediscovery Macros

Macro Sets | Manage Macras

Marne Hak Key Macro
¥ Thaddzus 4

Macio Mame  Thaddeus| Hat Key t

Macra Contents Thaddeus Kosciuszko

Special character usage in Rediscovery Macros:
{T4B}=tab, {EMTER}=enter, “=contiol, +=shift, %=alt
Activate Macros  Deactivare Maco:  Becord Mew Macr  Delete Macn

Save bacro Setds  Save Macro Set Close:

Selected Macro Set: o \WORESPACE\RosyMacros, redmacro

To create a macro to automate a series of keystrokes, it is easiest to
perform the task while on a record screen on the main Rediscovery
window.
a. Click on the main program window which should be
visible behind the Rediscovery Macros window.
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2. How do I add to an already
existing Macro Set?

3. How do | delete a Macro
within a Macro Set?

4. How do | delete a Macro
Set?

ICMS User Manual (2009)

b. Perform the task you want to record while in add or modify
mode on a record. The macro will record your keystrokes
only. Note: Mouse clicks are not recorded.

c. Return to the Re:discovery Macro window by selecting it
on your Taskbar at the bottom of your computer screen (or
use Alt-Tab to toggle to the Macro screen).

d. Click Stop Recording to stop recording your keystrokes.

e. Enter a Macro Name and an optional Hot Key.

f. You can edit the text in the Macro Contents field to remove
errant keystrokes.

g. Then click Save Macro Set to save your changes.

Create as many macros for this set as desired.

To add or modify a macro in an existing Macro Set:

In any mode, select Macros from the Edit menu, then Record New
Macro, or

Select Macros from the Edit menu then Macros Management and the
Rediscovery Macros window will open. Then click Select Macro Set.

Choose the macro set file you wish to modify (the file will have a
.-redmacro extension).

Click the Open button to open the macro set. The Manage Macros tab
will open in the Rediscovery Macros window.

Modify an existing macro or add new macros to the set as instructed in
B.1 above.

When you have finished adding, deleting or modifying macros, click
Save Macro Set to save your changes. If you want to create a new
macro set instead of overwriting the existing one, click Save Macro Set
As instead. You can then give the macro set a new name and click Open
to save the new set. The original set will be unchanged.

To delete a Macro from a Macro Set:

In any mode, select Macros from the Edit menu, then Macros
Management. The Rediscovery Macros window opens.

From the Macro Sets tab, click Select Macros Set.

Choose the file name for your macro set and click Open. The Manage
Macros tab will open in the Rediscovery Macros window.

Highlight the individual macro you wish to delete and click Delete
Macro.

Click Save Macro Set or Save Macro Set As to save the changes.

To delete an entire set of Macros:

Select Macros from the Edit menu, then Macros Management.
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e  From the Macro Sets tab, click Delete Macros Set

e  Choose the macro set you wish to delete and click Open.

e You will get an “are you sure...” message. Click Yes, to delete the
Macro Set.

e Click OK to the confirmation message.

C. Using Macros

1. How do | use a macro To use a macro:
during data entry?
e  From the Edit menu, choose Macros, then Activate Macro.

e  Click Select Macros Set in the Re:discovery Macros window.

e Locate and highlight the macro set file you wish to use (the file name
will have a .redmacro file extension) and click Open. The Manage
Macros tab will open.

e  C(Click Activate Macros.
e Select one of the macro tasks in the grid.

o Toggle (Alt-Tab) to your data entry screen (you must be in Add, Copy or
Modify Mode on the record), place your cursor where needed, and press
F11 to “play” the macro. The text or series of keystrokes you recorded
will be entered on the screen, just as though you typed them yourself.

e To use a different macro task from within the same macro set, toggle
(Alt-Tab) back to the Rediscovery Macros window and select a different
macro task from the grid. Now when you press F11 in your data entry
screen, that macro will be played.

e Rediscovery Macros

Macra Sets | Manage Macros

Marne Hok Key Macro
Thaddeus 4 Thaddeus Kosciuszko
MHS n Mational Hiskoric Sike

» | Add Docurent

Macro Hame | Add Document Hot Key d

M acro Contents {TABTAB}{TABd{TAEar

Special character usage in Rediscovery Macros:
{TAB)=tab, {ENTER }=erter, “=contral, +=shift, Z=alt
Activate Macros  Deactivate Macios: Hecord Mew Macro  Delete Macno

Save Macro Set &z Save Macro Set Cloze

Selected Macro Sek: Ci\WORKSPACE\RosyMacros redmacra
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2. How do I stop using a Macro
Set?

3. How do I select a different
Macro Set to use?

ICMS User Manual (2009)

The example above illustrates a macro set with three tasks. Two of the tasks
are simple text strings. The Add Docs task is a series of keystrokes to
automate adding some data in a catalog record, using a series of authority
table fields. After entering Add Mode, the user presses F11 to play the Add
Docs macro. The macro tabs to the first field (Category) and types H to fill
in “History” from the authority table. Then the macro tabs to the next field
(Classification) and types C to fill in “Communication Artifacts”. Then the
macro tabs to the next field (Sub-class) and types D to fill in “Documentary
Artifact”.

To stop using the current macro set:
e  From the Edit menu choose Macros, then Deactivate Macro, or

e From within the Re:discovery Macros window, click Deactivate Macros.

To select a different saved Macro Set:

e In the Rediscovery Macros window or from Macros on the Edit menu,
click Deactivate Macro if they are active.

e On the Rediscovery Macros window, go to the Macro Sets tab and click
Close Macro Set.

e  (Click Select Macro Set to choose another macro file.
e Then, click Activate Macros to use this set in data entry.

Note: Simply clicking Select Macro Set will also close the current macro set
and allow you to select another macro file.
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